DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250

MARI NE CORPS Al R GROUND COMVBAT CENTER

TWENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALMSI NST 5230. 1 B
Code 0103

24 Cctober 1997

NAVAL HOSPI TAL TWENTYNI NE PALMS | NSTRUCTI ON 5230.1B
From Commandi ng O ficer

Subj : | NFORVATI ON MANAGEMENT/ | NFORMATI ON TECHNOLOGY (I M1 T)
PCLI CI ES AND PROCEDURES

Ref : (a) The Naval Health Information Managenent/ | nformation
Technol ogy (IMIT) Program Pl an Handbook, April 1997

(b) Joint Commm ssion on Accreditation of Healthcare
Organi zations (JCAHO Manual, Current Edition

(c) BUMEDI NST 5230. 5A

(d) [NAVHOSPZ9PALNVSI NST 5239. 1

(e) SECNAVI NST 5231.1C

Encl: (1) IMIT Definitions

(2) Navy Hospital, Twentyni ne Pal ns Hardware and Software
St andar ds

(3) Guidelines for Preparing an IMITT Request Form

(4) T™MTT Request Form

(5) 'MTT Request Form Approval Process

1. Purpose. To establish policies and procedures to acquire and
manage (IMIT) resources and to establish the Informtion Manage-
ment/ | nformati on Technol ogy Board (IMIT Board), the Autonated

I nformati on Systens Wirking Goup (AlISG, and the Data Quality
Team

2. Cancellation. NAVHOSP29PALMSI NST 5230. 1A

3. Background. The command IMIT plan follows a Life Cycle
Managenment (LCM approach. Under LCM gui delines, the

docunent ati on and approval requirenents for IMIT projects have
been streamined significantly. |Enclosure (1) provides guidance
in defining IMIT resources. The IMIT Board is established

foll owi ng the guidance set forth in references (a) and (b).

4. Conposition of IMIT Board. The IMIT Board wll be
established by the Conmmanding O ficer pursuant to reference (a).
Menbers wi Il include:

a. Director for Adm nistration

b. Head, Managenent |Information Departnent (M D)
c. Conptroller

d. Head, Materials Managenent
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e. Head, Patient Adm nistration
f. Head, Managed Care Depart nent
g. Medical Staff Menber as assigned by the DSS/ DMS
h. Nursing staff nenber as assigned by the DNS
i. Ancillary Services representative as assigned by the DAS
j . Command Librarian
k. Chairman, Data Quality Team
5. Conposition of AlSG Board. The Al SG Board w Il be

established by the Conmanding O ficer pursuant to reference (a).
Menbers wi Il include:

a. Assistant Head, MD

b. Systenms Adm nistrator, MD

c. Conputer Specialist, MD

d. CHCS System Admi nistrator, MD

Conposition of Data Quality Team The Data Quality Teamwil|

be established by the IMIT Board and headed by the conmand
Conmptroller. Menbers will include:

a. Mnaged Care Representative

b. Command Medi cal Expense and Perfornmance Reporting System
(MEPRS) Coor di nat or

c. Command Performance | nprovenent (Pl) Representative
d. Command Health Benefits Advisor (HBA) Representative
e. Pharmacy Representative

f. Conposite Health Care System (CHCS)/ Anbul atory Data
System (ADS) Representative

g. Nursing Representative
7. Action

a. The Commanding O ficer nmay grant technical approval for
smal | conputer systens with a unit acquisition cost of $25, 000

dollars or less subject to the follow ng conditions and
restrictions as per reference (b):
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(1) Al small conputer systens nust neet the hardware
standards delineated in lenclosure (2).

(2) Technical approval may be granted for peripheral
upgrades associated with existing systens. Exanples of itens
consi dered peri pheral upgrades include docunent scanners,
printers (to include | aser printers and color printers), digital
caneras, video teleconferencing equipnent, PC based video
nonitoring, and network cards to expand exi sting networKks.

(3) All IMIT requests for tenpest-rated systens nust be
forwarded to NM MC, Bet hesda, Maryland, with a copy to NM MC DET
San Diego, California, for further review and processing.

(4) Technical approval may be granted for the procurenent
of the software listed in enclosure (2) las well as nonstandard
software and upgrades for the naned software. Commercial Of-
The- Shel f (COTS) software purchases are preferred over custom zed
sof tware application devel opnent.

(5) Technical approval may be granted for small conputer
systens, provided such systens do not:

(a) Require support for nore than one work center or
depart nent .

(b) Require custom software devel opnent.

(c) Propose replacenent, nodification, or duplication
of the functions of centrally managed systens.

(d) Address areas for which centrally devel oped
systens are either planned or are suitable. These systens either
support collection of information for reporting to higher
authority or provide support for functional areas which could be
used at other activities.

(e) Require special interest acquisitions (sole
source procurenent and | eases).

b. The Information Managenent/ I nformati on Technol ogy Board
(IMIT Board) will:

(1) Establish overall organization, planning, and
devel opnent of the local IMIT Pl an.

(2) Ensure functional and technical plans and
requirenents for IMIT are integrated to conformw th Depart nent
of Defense (DoD), Departnent of Navy (DoN), and Bureau of Medicine
and Surgery (BUMED) requirenents.
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(3) Recomend the addition or elimnation of any LCM
docunentation during the entire life cycle of an IMIT request.

(4) Establish criteria for the prioritization of new and
nodified IMIT requests.

(5) Develop IMIT goals and objectives, Plans of Action
and M| estones (POA&) to neet goals and objectives, as well as
ensuring continuous progress.

(6) Schedul e periodic reviews of all IMIT resource
requests, prograns, and projects within an activity.

(7) Review the Naval Medical Information Managenent
Cent er ( NAVMEDI NFOMGMTCEN) website/ bulletin board for information
regardi ng on-goi ng or planned projects at other sites, as well as
forwardi ng i deas to NAVMEDI NFOVGMICEN f or purposes of ensuring
cl ai mancy-wi de elimnation of duplicative efforts.

(8) Ensure conpliance with DoD(HA), DoN, BUMED, and | ocal
directives, instructions and gui dance.

(9) Report to the Board of Directors quarterly on IMIT
pr ogr ess.

c. The Automated Information Systens Wrking Goup (Al SG
will:

(1) Review all requests for IMIT equi pment and software
and recommendi ng approval /di sapproval to the IMIT Board.

(2) Streamine the automated information systens
procur enment process.

(3) Ensure security of automated information systens.

(4) Advise the IMIT board on new technol ogy.

(5) Develop goals, strategies, and tactics with tinme-1lines
to neet the needs of the commands internal and external
cust oners.

(6) Report to the IMIT board at | east nonthly and
col | aborate as needed.

d. The Data Quality Teamw | |I:

(1) Conpile all required netrics for submi ssion to the
IMIT board on a nonthly basis.



NAVHOSP29PALNMSI NST 5230. 1B
24 Cctober 1997

(2) ldentify suspected process problens contributing to
any data quality netric that does not neet mninmmlevels of
acceptability, generally | ess than 95% accuracy.

(3) Keep the IMIT board apprai sed of nonthly progress
Wi th graphic representation of the netric results.

e. The Conptroller wll:

(1) Review all requests for small conputer systens to
ensure availability of funds.

(2) Approve requests for purchase upon receipt of
techni cal approval and verification of availability of funds.

f. The Head, Material Managenent Departnent will keep the
command | M I T board appraised of all recurring requirenents
regarding small conputer systenms contracts.

g. Departnent Heads wll:

(1) ldentify areas where the application of IMIT may
benefit the command.

(2) Follow the procedures found in enclosure (3) when
requesting IMIT processing.

(3) Docunment IMIT requirenents in the format of
encl osure (4), using the guidelines presented in enclosure (3).

(4) Submt IMIT requirenents to the Automated
I nformati on Systens Working G oup.

(5) Support the devel opnment of IMIT projects by
assi gni ng know edgeabl e i ndi viduals to automated systens.

(6) Ensure conpliance with prescribed security
requirenents identified in the commands | nformation Systens
Security Program reference NAVHOSP29PALNMSI NST 5239. 1.

(7) Ensure departnental funding is available for the
initial purchase of the small conputer system and conti nui ng
purchase of supplies and nai ntenance.
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6. Applicability. The provisions of this instruction are
applicable to all users of conputer hardware/software and ot her
of fice automati on systens under the cogni zance and control of

t hi s command.

7. Fornms. Information Managenent/|nformati on Technol ogy Request Form
NAVHOPS For m[5230/2 may be obtained fromboth the Central Files and
Managenent | nformation Departnents.

)‘EE?‘ELJL.E |

R S. KAYLER

Di stri bution:
Li st A



DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL
BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TWENTYNINE PALMS, CALIFORNIA 92278-8250 IN REPLY REFER TO:

NAVHOSP29PALMSI NST 5230.1B CH 1
Code 0103
12 Jul 99

NAVAL HOSPI TAL TVWENTYNI NE PALMS | NSTRUCTI ON 5230. 1B
CHANGE TRANSM TTAL 1

From Conmandi ng O ficer

Subj : | NFORMATI ON MANAGEMENT/ | NFORMATI ON TECHNOLOGY (I M1 T)
PCLI CI ES AND PROCEDURES

1. Purpose. To direct pen and ink change to the basic
i nstruction.

2. Action. On page 2, paragraph 6, line 2, delete “Comrandi ng
Oficer” and replace with “ IMIT Board and headed by the conmand
Comptroller.”

3. Filing Instructions. This change transmttal wll be filed
i medi ately follow ng the signature page of the basic
i nstruction.

;;I:?ﬁ_ '-l'-.{-;-d:-'l-l--"
J. M HUBER

Di stri bution:
Li st A
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I M I'T DEFI NI TI ONS

1. Federal Information Processing (FIP) Resource. Any resource
(i.e.. equipnent, software, services, supplies, or spare parts)
used in the automation acquisition, storage, manipul ation,
managenent, novenent, control, display, swtching, interchange,
transm ssion, or reception of data or information as defined in
the Federal Information Resource Managenent Regul ation (FlI RVR).
Such resources are used for data processing, word processing,

of fice automati on, data and voi ce conmuni cati ons, and ot her
information processing functions. Electronic typewiters which do
not have nenory capability are specifically excluded fromthis
definition. The definition of FIP resource enconpasses the itens
previ ously known as word processing equi pnmrent (WPE), autonmated
data processing equi pnent (ADPE), and information system (IS

equi pnent and specifically includes:

a. Data processing and sw tching equi pnent such as
mai nf ranes, m niconputers, and m croconputers; anal og and digital
private branch exchanges (PBX); digital inmaging equi pnent.

b. Tel ecommuni cati on and voi ce communi cati on networks; | ocal
and wi dearea networks; term nals; nodens; data encryption devices;
packet sw tching equipnment; |ightware, mcrowave, or satellite
transm ssion and receiving equi pnent; cellular tel ephone
equi pnrent; and facsimle equi pnent.

c. Ancillary equipnent such as disk drives, tape drives,
printers, cables, storage and backup devices, digital inmaging
equi pnent, optical storage and retrieval equi pnment, conputer
generated mcrofilm and office automati on equi pnment designed to
operate with or controlled by a conputer system

2. Information Systens Equipnent (ISE). Any technol ogy used to
process (i.e., collect, store, refine, conbine, comunicate, or
retrieve) information. Information systens equi pnment includes

har dwar e and software used for information processing functions,
now referred to as FIP. Hardware and software standards are
detailed in enclosure (2).

3. IMIT Request Form Reference (c) discusses the IMIT Request
and requires the use of an IMIT Request Formto identify

requi renents and plans for acquiring a small conputer system
IMI1T Request formats and preparation guidelines are provided in
encl osures (4) and (5).

4. Small Conputer Systens. Information systens with a unit
acquisition cost of |ess than $25,000 are snall conputer systens.

Encl osure (1)
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Reference (c) grants Echelon 4 activities technical approval
authority for small conputer systens with a unit acquisition cost
of $25,000 or |ess.

5. Life-Cycle. The projected period of tinme a FIP
systemor service is expected to operate. Normally a
seven year life-cycle wll be used for planning and
costing purposes. Exceptions to this rule nay be
justified on a case by case basis.

6. Life-Cycle Cost. Al costs incurred to inplenent, operate,
and maintain a FIP systemduring its planned |ife-cycle. This
specifically includes, but is not limted to, equipnent and

sof tware costs, nmintenance, programi ng support, contracted
operations support, personnel costs, and supplies.

Encl osure (1)
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NAVAL HOSPI TAL TVENTYNI NE PALMS
HARDWARE AND SOFTWARE STANDARDS

Pursuant to reference (d), the follow ng guidelines are
est abl i shed.

Wrkstation Hardware: All newy acquired personal conputers, at a
mnimum wll consist of the follow ng: Pentium 266 or greater,
64MB RAM 6GB hard di sk storage (using either |IDE or SCSI
controllers), 12X or greater CD-ROM 3.5" 1.44MB fl oppy dri ve,
Super VGA capability with MPEG 3D support, M crosoft conpatible
nouse, m nimum of four avail abl e expansion slots PCl or better,
two serial ports, one parallel port, Wndows NT Wrkstation
conpati bl e, POSI X/ UNI X upgradability, and a network interface card
nmeeting the specifications stated below. Systens using
applications requiring higher performance or greater storage
capacity shoul d be configured accordingly. Hi gh performance UN X
wor kstations nust utilize a POSI X conpliant operating system

St andar d Sof t war e:

As required by NM MC gui delines, this command will utilize
M crosoft Ofice PRO as their primary suite of applications. This
package consists of:

Wrd Processing: Wrd 97

Spr eadsheet: Excel 97

Dat abase: Access 97

Present ati on Sof tware: Power Poi nt 97

In addition, the standard operating System of choice wll be
W ndows NT Workstation 4.0.

E-Mail will be Post.Ofice with end users utilizing Ms Exchange or
M5 Qut | ook.

WAV Browser will be MS Internet Explorer.

Nonst andard Software: Nonstandard software prograns nmay be used
whenever it is determ ned that the above standard software
applications will not provide the required | evel of support. This
determ nati on nust be supported by identification of specific
shortfalls inherent in using the standard software to performthe
requi red function.

The use of nonstandard software will be limted to m ni num
requi renents only. Nonstandard software will not be proliferated
W t hout specific IMIT board approval.

Encl osure (2)
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Net wor Kk Hardware and Software: 10BaseT 32 bit Ethernet card
provi ding both RJ-45 and AU ports and a transceiver with
associ ated operating system and tel net software.

Comruni cations Hardware (Non-Network): Hayes conpati bl e nodem
33.6/ 56 K baud asynchronous, V. 32bis/V.42/V.42bis conpliant.

Network Architecture: Ethernet |EEE 802.3, TCP/IP, GOSIP, X 25,
DI SN portability, OSI baseline standards, Lattisnet
concentrators, fiber optic building and canpus backbone, 10BaseT
unshi el ded twi sted pair to workstations.

Encl osure (2)
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| M T REQUEST PROCESSI NG GUI DELI NES
1. General Guidelines. The IMIT Request Form described in

enclosure (4) will be used. The follow ng signatures will be
required:

a. Network Manager

b. Facilities Manager

c. Departnent Head

d 4O

e. Chairman, IMIT Board
e. Director Signature

f. Commanding O ficer and Conptroller for Unfunded/ unpl anned
requi renents only

2. IMIT Request Processing. The IMIT Request will be routed to
MD. The IMIT Request nay be returned to the requestor from any
poi nt of the approval process for additional justification,
information, or disapproval. |IMIT Requests for conputer systens
beyond the Echel on 4 technical approval authority wll be
submtted to NM MC Bethesda. |IMIT Requests granted technical
approval authority by this command will be authorized for | ocal
procur enent .

3. AISG Procedures. The AISGw Il convene and review IMIT
requests at least nonthly or at the call of the Al SG Chairperson.
M nut es of each Al SG neeting shall be kept and reflect the action
taken on each IMIT Request considered, as well as any ot her

not ewort hy actions or discussion by the group. Each originator of
an IMIT Request shall be notified of the action taken on the
IMIT Request. The AISG shall prioritize approved IMIT Requests
and submt their reconmmendation for subsequent procurenent to the
IMIT Board for final review and approval. An IMIT Request,
approved and signed, becones the technical approval docunent
required by the Contracting Oficer to initiate procurenent of a
smal |l conputer system The IMIT Board Chai rnman shall report the
status of proposed procurenent requests to the Board of Directors
(BOD) on a quarterly basis or as required by the BCOD.

4. Expansion of EXisting Systens

a. Procurenent of enbedded devi ces which are not separately
boot abl e, and for supplies, spare parts, hardware and software

Encl osure (3)
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upgrades or expansions shall require a nmenorandumto the Al SG
attached to the originally approved IMIT Request, detailing and
justifying the desired new hardware or software.

(1) I'f the Al SG deni es procurenent approval of the
request ed hardware/software, the original IMIT Request w ||
remain in effect for the system

(2) I'f approval is granted for procurenent,
the IMIT Request Addendum (nenorandum shall be
returned to the requestor. The Chairnman, Al SG shal
then submit a copy of this IMIT Request Amendnent
with a DD-1149 to the Material Managenent Depart nent
for procurenent processing.

b. Nonstandard software prograns nay be used whenever it is
determ ned that the standard software applications wll not
provide the required | evel of support. This determ nation nust
be supported by identification of specific shortfalls inherent in
using the standard to performthe required function and wl|l
require review and approval by the IMIT Board.

c. The use of nonstandard software will be limted to
m ni mum requi renents. Nonstandard software will not be
proliferated without specific IMIT board approval.

d. Major expansion of a small conputer system or
reutilization of an existing systemby a different functional
area or departnent shall require subm ssion of a new IMIT
Request, citing expansion or reutilization of the existing system
as one of the alternative solutions. System expansion shall only
be approved if it is the nost cost effective nmethod for neeting
t he requirenent.

Encl osure (3)
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GUI DELI NES FOR PREPARI NG AN | NFORMATI ON MANAGENMENT / | NFORMATI ON
TECHNOLOGY REQUEST FORM (I M 1T Request) FOR SMALL COVPUTER
SYSTENB

This encl osure provides guidelines to assist the requestor in
preparing IMIT Requests to purchase small conputer systens. The
information required shall be provided in each section of the

I M1 T Request where applicable. The total length of the IMIT
Request should be short and imted to the single formif
possible. IMIT Requests for |arger acquisitions should provide
nore detail as appropriate to the size and scope of the

acqui sition.

1. Bl ock 1

a. Mlitary Treatnment Facility (Nanme and City): Provide
conpl ete command nane and | ocation of the appropriate departnent
requesting the equi pnent.

b. UC (Unit Identification Nunber): The U C for
NAVHOSP29PALMS i s 35949.

c. ECN (Equi pnent Control Nunber): Provide unique nunber,
i ncl udi ng date code, assigned for each individual item This is
requi red on an anendnent request. This data wll be placed on the
original request by M D once the equi pnent has been procured and
processed by the Command Equi pnment Manager.

d. Branch Medical dini
for the branch nedical clini
requested. Leave blank if t
clinic.

c: Provide the nane, base, and city
c for which the equipnent is
he request is not for a branch nedi cal

e. Branch U C. Provide the UC for the branch nedical clinic
indicated in the previous block. Leave blank if the request is
not for a branch nedical clinic.

f. Date: Use current date.

g. Requesting Departnent/Directorate: Provide name of
departnent and directorate requesting equi pnent.

h. Code: Provide any appropriate departnment or directorate
code.

i. Departnent Priority: Enter the priority for the
appropriation year budget subm ssion.

Encl osure (4)
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2. Bl ock 2

a. Item Description: Provide a GENERAL description of the
requi red characteristics, including any additional conponents and
accessori es.

b. Acquisition Cost: The total acquisition cost nust include
the cost of the requested itemplus the costs of all conponents,
accessories, installation, and facility nodification. This data
can be supplied by MD by calling X-2446.

c. Annual Recurring Cost: The annual recurring cost nust
i nclude antici pated mai ntenance and upgrade costs. This data can
be supplied by MD by calling X-2446.

3. Block 3
a. Justification:

(1) Indicate the primary business function (i nical,
Resources, Logistics, or Executive Information) the requested
equi pnment supports.

(2) Provide a brief description of how the function of the
requested itemis being acconplished at the present tinme. |If the
requested itemis to provide a new service, type New Item

(3) Provide a statenent on the inpact of the requested
itemas to the effect on CHAMPUS, workl oad, efficiency,
productivity, manpower resources, cost reduction, maintenance,
etc.. Include increases and decreases.

(4) Provide information on the inpact if the itemis not
funded in the FY requested (CHAMPUS cost, Supplenental Care Cost,
Leasing required, etc.).

(5) Indicate if training is required.

(6) Indicate if requested equipnent is MHSS (Mlitary
Heal th Support Systens) conpliant. [If not, explain.

4. Block 4
a. Equipnment: Indicate if the equipnent is new, an expansion

itemto existing inventory, a replacenent, or upgrading existing
equi pnent .

Encl osure (4)
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(1) To be conpleted if the requested itemis
replacing or upgrading a unit currently in use.

(2) To be conpleted if the requested itemis
replacing a unit currently in use. |If the current unit is
going to be retained, indicate why it will be retained.

5. Block 5
a. Network Manager:

(1) Indicate if any additional infrastructure is
required, including cost.

(2) Indicate if the equipnent requires installation
and the estimted cost.

(3) Indicate if a network card is required. If yes,
give the type of card, and type of connection.

(4) Provide any additional considerations.
6. Block 6
a. Facilities Manager: |If block 5a is checked, this is
to be conpleted by the assigned Cvil Engineer or Public
Wrks O ficer.
7. Block 7

a. Mintenance and Repair: Indicate the provider and
cost of maintenance for the requested item

8. Block 8

a. Requesting Departnent Head: Provide the name, phone
nunber, and signhature of the requesting departnent head.

9. Block 9

a. Reviewed for Technical Appropriateness: Provide the
typed nane and signature of the Command Cl O (The current DFA
at this facility).

10. Block 10

a. Type of Funding: Indicate the type of funding for
whi ch the equi pnent request is conpleted. Is it for OP,
&M M LCON, or other. Include nane, date, and signature of
Director.

Encl osure (4)
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| NFORMATI ON MANAGENMENT/ | NFORMVATI ON' TECHNOLOGY
REQUEST FORM

Dat e:
1. Departnent: Directorate: M D Tracki ng Nunber:
Departnent Heads Signature: Director’s Signature: Departnent Priority:

2. ltem(s) Requested:

Item Description: (General description and characteristics including ALL conponents and
accessories) (use additional sheets if required)

Acqui sition Cost: Annual Recurring Cost:

3. Justification: (Use additional sheets if required)
a. Wiich business function will the proposed system support:

cinical Resour ces
Logi stics Adm ni stration

b. Howis the function of the requested itemcurrently being acconplished?
Manual
Aut omat ed
Not At All

c. Brief inmpact of acquiring item (Effect on workload, efficiency, productivity, nmanpower
resources, cost reduction, maintenance, include increases and decreases)

d. Brief statenment of inmpact if itemis not funded in the Fiscal Year requested.

e. |s training required? Yes No

4. Equi pnent is: New Expansi on Repl acenent Upgr ade

I f repl acenment/upgrade, conplete the follow ng:

a. ltem being repl ace/ upgraded: (Provide Description, Manufacturer and Bar Code Number of

item

Encl osure (5)



NAVHOSP29PALMSI NST 5230. 1B
24 CQctober 1997

5. Network Manager:

enmergency power, A/C, ventilation)?

Yes No If Yes, estinmated cost:

b. Is installation required? Yes No If Yes, estimated cost:

c. Additional considerations:

Si gnat ure of Network Manager Phone Number

a. Is infrastructure planning required(i.e. additional electrical support, drops,

Wi ring,

6. If answer #5a is Yes, conplete the follow ng:

Facilities Manager:
a. |Is funding available for required facilities upgrades/inprovenents? Yes No

Signature of Facilities Manager Phone Number

7. Mai ntenance and Repair
Mai nt enance/repairs will be provided by:
I n-house St aff

Warranty Cost if applicable: Peri od of Coverage:

8. Reviewed for Technical Appropriateness/ VHSS Conpl i ance:

COMD Signature Dat e

9. Reviewby IMIT QB

Chai rman Signature Dat e

10. Type of Fundi ng:
OPTAR oM

M LCOM O her (Specify)

11. Unfunded/ unpl anned requirenments only:

Conptrol |l er Signature/Date Commandi ng O ficer Signature/Date

NAVHOSP29PALNG For m 5230/ 2 (Rev 10/ 97)

Encl osure (5)
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